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Under authority of rc:g.;ulatiéns relating to annual and
sick leave of govermient employces (as anended June 26,
19063 11 F. R. 7257), applications for naternity leave may
te approved by the Chief, Personnel Division, F & & |
Brancli, under the following circumstances:
A uritten application will be subinitted, accompanied
by a doctor's certiiicate on Sﬁmudard Form T1.
b Tormally maternity leave will not exceed six months R
ineluding~-

(1) Accumvlated sick leave

(2)  ‘ccumulated annual leave

(

) ULeave without vay status" for any balance of

Lo

the six nno.ns! period after accumulated sick
and annual leave have been used up.
Upon recclpt of written advn. ¢ from the attending
physician cortifying tn the absolute necessity therefor, -
t‘hc Chief, Persomnel Division s F &k Branch 5 may
aﬁp_rbve extensioﬁ of an a.cldiﬁonal six months’ period

of maternity leave in a "leave vithout pay status".

FOR THE DIRUCTOR OF CENTRAL INTELLIGENCE

‘STATINTL '

. Colonel, AGD S "
Execuuve for Persomnel and Administration .. .
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CENTRAL INTELLIGENCE AGENCY
Washington, D, C.
ADMINISTRATIVE INSTRUCTION IR © . 22 April 1949 -
No. ; : o

SUBJECT: Time , Leave and Pay.

RESCISSIONS: a. ‘Administrative Instruction No. -dated 2l June 1948,
subject: Time, Leave and Pay. ¢

b. Administrative Imstruction No. Hdeted 4 August
. 1948, subject: Absence for Regiletration and Voting.

c. Administrative Instruction No. -dated 17 November
1948, .subject:  Legal Holidays

d. Administrative Instruction NO.H dated 28 January
1949, subject: Time, Leave an ¥y (Official Working
Hours) 5 o . o

e. Administrative Instruction No. detedIIB February
1949, subject: Annual Leave ( me, Leave and Pay).

“

1. Offjcial Working Hours

a. . The normal official working hours for all activities of the Agency

are from 0830 to 1700, Monday through Fridey. TFor any -tour of duty in excess .

of four (4) hours, normal or otherwlse ) .,hirty minute lunch period will be
established. .

b. The hours of duty shown on’ Standard ForIn ‘No. 1130, Time and' Atﬁend-
ance Report, must be shown in terms of Standard rather than Daylight Saving»
Time for employees whose tours of duty are other than the normal official.
working hours, 0830 - 1700.

2. Definitions (For Leave Pu’poees Only)

Pennanent employees are: those appointed without limitat.lon as to

'leng‘oh of service, or for definite periode in excess of one year, or for‘ .

the duration of the Job (covering -an indefinite period) and - those who, .
although paid only “when actually employed, are’ continuously employed. for
& period of not less than one month as distinguished from part-time or

intermittent employees. Native and forelgn national exrployeee overseas .

are considered as permanent employeee for leave purposes only.

. b. Temporar employeee are those appointed for definite periods of .
time not to exceed one yea.r. [P .
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‘leave during poricds not désired by

‘is in ex
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3+ Annual leave

8, Permanent employees are entitled to 26 work days of annual leave
with pay, for each calendar year of Government service, One day of annual
leave per bi-weekly pay period is earned by a permanent employeée and credited.
to his account at the end of each pay period, The minimim credit of annual
leave is one hour and additional oredits are in mmltiples thereof, Perma-
nent employees whe enter on or separate from duty.on other than the first
or last work day of the bi-weekly pay period accrue leave in accordance with
the following sehedule: - =« .~ ™7 Tueao o AT T P

DASIC 1IORK DAYS . ~ HOURS CREDIT

W
WM

b, ~ Temporary employees earn two' and one—half days. annual leave for
each continuous full month of service. However, no annial leave accrues
for a fractional service month,

ce HNot mors than 60 days’ aceunilated - ainual leave: may be carried

- forward into a new calendar year,

d.  An employee, however, who had on 24 July 1947. over. 60. days. annual -
leave to his crodit may carry over his leave balance as of that date up to
a maxihun’ of 90 days, provided he hag consistently raintained sii¢h balance

on $he first of each year after 1947,

ce The minimum charge for anmual leave is. one hour, and additionsl
leave will be charged in multiples of one hour,,

iy

£, Every supsrviscr e pohiible’ for approving leave Wwill assure that oy

employecs ‘are afforded an opnortunity “o avail themselves of "earned annual

" leave,

g+ Annual leave programs will be ‘planrcd in hdvence and scheduled. -
S0 as not to impair the efficiency .of operations, Imployees scheduled for
by thom moy eloct to rofuso-such leave
forfaiture’ of ‘that” annual ledve which ™
> ‘earried forward into the sticce >ding

periods, but ‘refusal may résult ii
0¢85, of, tho maximumthat

v

year,

4o Advencod fmunt Tohv S e e

‘2. Pormanent, employocs,.who have b the Federal servige for one.
year or more ‘may, irn ¢ase of ohmergendy, granted ‘advanced dnnugl- dave '
equal to'that which will accrue during the remainder of the ‘current calén-.

. dar year, with the understanding that if it is not earned during the calcndar
" year they shall make @ refund for such “Z_L‘eave._ . ’




the' Persennel Off‘icer, ‘or Kis designoe, for upproval.

56

one-fourth. days per month, or a total of 15 days a Jear.
eredit for s1ck lGuVG is ‘one hour.
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‘be Application for advanced annual leavo will be submittcd to the
appropriate supcrvisor' for roview and recommondationy and¢farwardedkto‘

Co Tomporary employees w1ll novy be advanced annuul leavo.

Sick chve

Q.

by

)

Permanent employecs accruc sick lcavo at xhe ratc of ono and
The mlninum

Temporary enployens accruo sick-lcave at tho rato of one und

onc-fourth days for each full month of serv1co.i

totals not more than 90 days,

Ce

Sick leave may be accumulatod and earried forward untll it o
Siek Teave is available 19" permanent

omployecs at the bogjnnlng of the month in which it accrues, and to
tompora ary, cmnloyous oniv aftor 1t has beon oe rnod.

i do

TS mindmum’ chargo for sieck leavo 15 ono hour, and-additiqnqli,ﬂ

leuvo will be chnrged 1n multiplos of one’ hour.:‘

6, Advancod Slck Leuvo

G-o

(1) sigk loave will be grantod to omployecs. ;

(a) When they are incapacitated for the perfoimange: of-
thelr dutlos by 31¢knoss, inJury or Urognancy and confinemcnt.

(b) For modlcka, dental, optlcal examlnatlon ‘or trcatment
"whon lcavc is approved in advunco by thc suporv1sor.

(c) When a member of the 1mmod1ate famlly of tho omployee
is afflicted with a contagious’ discdse and réequires the. carc
and attendanco of the cmployeo.

(4). When, through exposurc to contaglous dlSOuSC, tho

presence ef the empleyce at his post of duty would Jeopardlze
sthe health of otherw.

( ) Slck 16ave muut bc suvportcd by a medlcol certiflcate
or other evidence administratively accoptable if thc abscnce is
for nore, ‘than throe work ans.

Permanont employoos, in case of sorious dlsablllty or allmont

lasting five days. or more, may be advanced sick leave not to exceod 30
Sueh an advanee is charged against sick loave whiieh 'will be, cqrnod

-days,
1n‘the future, .

- No' advanece. sick .lec c.

B

‘

[

11 bo grﬁntod to tcmporary employoes.
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b, . Whon an employoo applics' for more sick luave than he has accutu—

lated or may properly be.advenced, the oxcess loave mcy be charged against
acerued annual leave nr to loave without pay. ‘ :

AU S | P e : . ' ¥
c.’ An omployee whon torminating from servico must, oxcept in cascs
of separation causcd by death, retircment for disability, disability; or
roduction in foreo, rcfund tho amount paid him for tho unlicguidatod por-
tion of the advinced leave. Co , o

d,. Applications for advancoed sick leave must be accompanied by a
cortificato from the attending physician cortifying the naturc .of the
illncss and the cstimatod doto that the employoe will bo able to return

td duty.” Applications will be processod in the same manner as those for
advanced annual loave, o .

7. ‘Substitution of Siek for Anmual Leave .- : - .

“When sickhcss occurs within a period of anmual loave and .lasts five
or moro consocutive workdeys, sick leave may be granted to cover the period
- of illness, in which cvent the deductions.-nagainst annual loave for this
period will bo. conmvortod, Application for such substitition must be made
within two workdays aftcr rcturn to duty ond must be supportcd by a medical
certificate, or ¢thor, cvidonce administratively accceptoble. ‘

8. Matornity Leave

a;"Writtonuébplicdtiéns for matorni y ioaﬁo, £c¢ompanicd by o doctor's
. certificate, may be approved by the Persemncl Officer, or his designco.

be Normally méternityvlbavc will not oxceod six ﬁénths including:

(1) Acturilatod. sick 1éa§d.hpiy,‘t“5”f.

(2) Accumulated annﬁallléavé.
‘wvuyf(3)‘ toavg'withoﬁt §§y; R S

¢, The Porsenncl Officor, or his dosignea, ma&inﬁprovb additional
" matornity loave upon rogoipt of written adviee fpom}tho~attonding physician

.'cc#tifying to tho nccoséityﬂ@pr'thp~loavo,

o de Inmodiately prior to tho 6ffectivo dato of'materhityiicave, tho
office to which the employoc is assigned shall submit Form NoJ: 37-3, Rerson-

nocl Action Recuost. The criployec shall exceute Form' lo, 34~30, Final Pay~ -
‘ment Cloarance, Shect.. : R T grooAn e

CE

9. Loqve Without Pay *‘,”t-';If‘“f:4 e |

ae (1) Leave withbutfpﬁanof;cﬁécédihg”iﬁ work dovs may bo grontod
to employces at the discretion ef Steff Chicfs, Assistant Diroctors, .
Hoads of Ficld Offices, or Chiofs of Missions or Burcaus ovorseas,




ey

Ll
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(2) ILeave without pay in excess of 15 workdays must have, the
additional approval of the Personnsl Officer, or his designees

b.:.. Leave withou! pay w:. l‘L not be authorlzed 1n1t1allv for any Perl°d
in excess of 12 months. :

v

c. Form No. 37-3 will be initiated by offices when IWOP for 60 or

more calendar days is recommended for approval. . Standard Form No. 50,

Notification of Personnel Acmon, will be issued v'hun such leave or an
extension -or renewal the,rsof is approved.

v Employees who are granted an extenddd’ period of INOP (60 days or:
wmll, prior to th(, beglr\nmg of Vguch loave, execu'oe Form No. 3l-30.°

10. Mlu_bary Ieavc,

i

more )

I»I:Llltarv leavp for. tl“c\inlnp PuUrpoesds onlv, not to oxceed 15
alendar days in any one year, will be .granted with pay without charge
to annual . leave to.members of reserve components of the Armed Services
of the United States. Saturdays and Sundsys will be included in the 15
calendar days leave period only when such lmwc.- includes the preceding .

‘ I‘I‘lday and the following Monday.

be . Mc.mbers of the National Guard of the District of Columbia will
be granted mlhtarv leave with pay without charge to annual leave on all
days of serviee to which- they are ordercéd by competent authomty.

c. Applications for military leave will be procesqed 1n the same
manner as applications for advanced annual leave,

11. Court lLeave RS B
as A pernanent employce who atbends courtas a witness: on behalf of ‘

the United- States or the Government of the District of Golumb:.a, or for

jury duty, in a State, District of. Columbia; or Federal GCourt, is enbitled

kbo his regular. pay whils absent from duty, and no charge for leave is madea

ividence of attendance at court and evidence of receipt- or non—recc:.pt of

‘ees are required. Applications for cowrt leave will be processc,d in the
ame manner as applications for advanced annual’ leave. -

by Annual leave or IWOP will be granted “hen an c,mplovcc, is absent

‘rom duty because of prwau. lltlgatlon.

co “hn employec. may be ; ranted court leavc 11‘ the v*alug, of his thtlmon;
rises from his official capac:.ty. :

d. Tc,mporary s part-time or ™when ‘a'ctually employed" personhel‘ are
ot entltlad to court or jury duty la,ave of absence with pay.

ey

“

Employees who serve as witnesses or=jurers and are granted court
official leave will surrender  to the Budget Officer fees received from’
wrts for days on which the c,mplo;yee normally vwould have worked. Federal

Jployees called Tor Jury duty in’ the Dlstrlct of: Columbla are not pald S

,ual Jury fces.

. 5

4
i
by

sz 2




“be furnished to employccs once a.year.
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fo An cmplovoo who appears in any court in ony copacity must rcport
to the Chiof, Inspection and Security, for briofing en sccurity rogulatlons
prior to datc of his appearance in court. o

12, - Absonco for Roplstr ation and Votlng

Qe Insof.‘ar a8 may be practicablo without intorfering scriously with
production, employcos who dosirc to vote at cormmunitios whoro they maintain
voting rosidonce, cxecpt where voting by absontce ballot is pormittod, will
be excused for that purpose, without charge to loave, for a rcasonablc time
on gll cloetlon -days, Further, omployecs who will bo voting in jurisdictions
whieh require registrotion in person will be excused for that purpose, with-
out charge to leave, for a reasonable tine during the registration poriods
spocified by the jurisdiction in which they will votg, "Such authorized
abgence should not exceed the time actually rcquired to vote or register,
as the case may be, and in no ovent should it oxnood one work:mg day for
cach clection or rogistration poriod.

be In these cascs when an employco rocucsts additional leave for
voting or rcglstratlon which will roquirc lO"lf"Ll‘ than one day in order te
e”nblo hinm %o go to his legel residence to vote or roglsthr, permission will
be granted whenever practicable ond the period of ahsenco’ in-oxcess of onc
day will be charged to annual loave or, if annual lcave is oxhaustod to
leave without pay,:

13, Unauthorized Abscnce

An omployce detained by causos beyond his control and unable to report
for duty at the opening hour, should notify his supervisor as soon as possi-
ble on the first day of absonce, Absonco from duty for any causo, without
prior permission, must be satisfactorily explained; otherwise leave will, be
‘charged as AWOL and ‘the employec will be subject to disciplinaiy detion, *

14, mploxens no ligible fér lLeave

Employeos do not onrn 1éayb’ if appoin:bed:

8. For scrvico liinitod to.portions of each workday, weok or month,

’

b. For service under ropoated ppoo:mtmopts or wploymcnts for pomods
ef shor‘t: durat:.on, mnone of which extonds for a full month

¢, For scrvice on a per hour or pcr diem basm where omplo.;nont is not
‘on a regular and continmous.basis, ;

15, Leg VO Balanccs

‘Leave baldnces should bo rcque.:tod from the Budget OffchI‘ only when :Lt
is absolutcly necessary that an.cmployee lmow his lea ave balances. because of

on antieipated vacation or a prolenged absencd duo to "iliness or some othcr

spocial reason, and ho is not cortain whother sufficient leave is avellable
to cover the abscnce, Such rcquests will be submitted in writing and for-
warded through appropriate Tlmo and; ubtendance Clerks, leave balancos will
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Qe Eldction'by the employos to take leave in Jieu of ovortj.mé conr;iensa~
tion (cewpensatory lcave) shall be. subject to the rostrictions govorning.
overtine and tho provicions of this section,

16, Qvertimo and Compoheatory Logye ' .o : S

by Ovcrtimo shell be kopt to aon-cbsolute minimum throughout the Agency
with cmphasis boing placod upon. the full utilization of thé normal official.
working hours of ocach employco, A T
Cs Overtine work will not be rocuested or authorized except in those,
casus ossential to moot emergency requircments not possible to moeb by full
utilization of employoc's normal ‘working hours, Assistont Directors. and.
Stalf- Chiofs arc .charged with tho personal rosponsibility for control and
continued bxamination: of overtime roquircments to insure the.oflfdetive appli-.
cotion of. this policy, . ‘ R T AR
. kR tL !

d..fithlnbho éoxltiimcli‘odi linits of the United Stat.os':

.

i

R ) “Approval of the Fxecutive, his doputy, tho Budgot Officor,.
or his deputy, must bo obtalnod prior to ordering corpensatory tine
or overtimo..: 4 roquest will-be subaitted or Form-No, 32-3, Ruquest
for Approval of Ovortime, in accordance with instructions issued by
tho Budget . Officore . Forms should bo submitted sulfficiently in advance
to insurc roceipt of approval prior to the beginning of the poriod
covered by the -request, . :

(2) Form.No, 32-3 , approved by the Budget Officor. or his deputy,
will be transmittced to the paying office no later than the closc of the
pay vporiod in which work. is performed, . :

-~ ©s Outside the continontal linits of the United Stotes s overtime must
be approved by Chiefs of Missions or Burcaus or thoir doputios, They nust,
however, heve evidence. that sufficiont funds arc available' for payrient beforo
authorizing overtime, Native and forcign nationel employces outside the con-
tinontal linits of the United States wiio nre paid in accordnnce.with local
provailing wage ratos arc not cutitled to overtime pay unless roquired by

local custora, - . : S

fo .No officor or employveo shall be peid, with respeet to any pay poriod,
compensation gt s rotc in oxcess:of $10,330,00 nor. annum, Accordingly,. com-
pensatory leave camiot be granted in thosc instrncos where an onployce is
1ot entitled to overtine compensation, :
gs Adninistrative controlé: govorning' corpensatory leave will be cstab-
lished by coch Assistant Dircctor and Staff Chief based on policies stated
belowi? . o ., St PR L e

(1) 1% musﬁ be tak.cri withiny vthvo ‘two pay poriods' mcd:.ﬂtcly .
following the period in which carned, or forfeiture will' rosu}t.
PR '(2) .-Entricsvwillsbo mado. 6n. official Tﬁno and: At'bchdmlcc Roports

of 211 overtire or compensatory leave carncd, Such entries nust.bo
initialed by the apvlicable employece. ; R oy

-7 -
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(3) An adequate check system will'bé .established to..insure.that
overtime was actually worked, An inspection will include checking
guard registers and reviewing work accomplished during periods’ when

- ceripensatory time or overtime is claimed. S R
-~ h, Compensatory leave to the credit of employees at the date of
| issuance of this Instruction will be used within 90 calendar days frem this
i date or be forfeited, Such leave will not be reported as required above,
but wlll be handled as heretofore. ' '

17. Holidays

a, Work to be performed on a holiday for which holiday pay will be
granted must be authorized and approved in advance in the same wey as over-
time, An employee can be excused or paid holiday rates only for that portion
of hig teur of duty which actually falls within the 24-hour holiday period,
net to exceed 8 hours. Compensatory leave cannot be pgranted in lieu of holi-

- dav pay. o S ‘ .

b, . (1) The fellowing dayo are ostablished by law as Legal Holidays:

ol Jﬂnuary ‘ = New Yeart!s Day o
22 Eeﬁruapy SRR . vwaéhingtéanjBifthday
. 30 May | - Memdx"ial Day |
4 oJuly o Ca Independence bay
First Monday of September =~ - Labor Day
""" ! j_'L.Nove;nbér” = Armistice Day

‘ F‘ourth : Thﬁrs‘dw “of November " Thanksgiving Day
25 December .~ '~ Christmas

‘ " , (2) Vhenever any of the above holidays falls on Sundays

s d o (a) The following Monday will be officially observed as

the heliday by ‘employees-whose. regular.work week is Monday ﬁ ‘

through Friday, " . -

‘ (v) Sunday will be o‘fi"icially» observed as‘ the holiday by -
‘empleyees whose: regular work ‘week: ineludes' Sutiday., R

(3) When a Legal Holiday falls on other than Sunday, thore will
be ne additional nén-work day unless proclaimed by the President as

indicated in, (4) below,

_ (4)  Holiday provisions other than those specified by law are
announced by Presidential Proclamation, and employees will be-officially
Cnobifiedy e e T S
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13, - Night Differontial

as An additional 10 Pt teht of ahiemployes's bhse pay will bo allowed
for work performed botween the hours'iof 6:00 FPM and 6:00 AM Standard Ting
when such hours fall within the employee's regularly scheduled tour of duty.
Night differential cannot bo claimed Ffor ‘time iised. in obtainiing meals) Wheh -
computing night differential roference should be made to the attached table )
which shovs: the"maximum hours of night”differential that can bo claiméd for ' "
various téurs-of duty, . - R T

b, Paymont of night differential may be' antlhorized for night wérk -
performed when an employee is tomporarily assigned to a rogularly scheduled -
tour of duty cther than hie own, Proper' nétations,  in support of such pay~
nonts, must appear on the Time and Attendance Roport,

19, Terminal Pay

as  Annual leave must be liquidated by a Iump sum payment when an ciployee
is separated from the Federal service, or when trensforrod between positions
which are under diffcrent leave systems, i.0,, pcrmancnt to temporary or vice
versd, ‘ i

20, Iimo and Atttndancs Roports (Standard Form No. 1130)

as Tino and Attendance Reports will be submitted in accordence with
instructions issued by the Budget Officer, '

b, Two copies o1 extracts of the Armed Serviccs orders will bo given
to the appropriate Time and Attondance Clerk to bo subrittod with tho first
Report showing military leave, If leave oxtonds beyond that reporting period, ..
additional military loave should be roported on subsequent Forms No. 1130 and”
a referonce made to the first Report submittod,

Ce Time and Attendance Clerks will ineclude under "Romarks"‘on Form No.
1130 inclusive hours of overtime and/br_compensatary time worked by ocach
employcao, : ‘ ‘

de When night difforential is claimed, Form Mo, 1130 must indicate
the ompleycc's tour of duty.

ce  Gorrespendeonce. pertaining. to unauthorizod abscnce must be furnished
the Budget Officer in support of Form Wo, 1130 on which AWOL is reported,
[l

21, Designations

8. Assistant Dircctors and Staff Chicfs will .submit in duplicate to
the Budget Officer scparate lists of porsons authorized to:

(1) Receive and distribute salary checks.

(2)  Certify the correctness of, and submit Time and Attendanco
Reports., ' o :

Request approval of compensatory time or overtimo to be werked,
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b, The above lists must be kept current at all times, and ahould be
provided as indicated by the appropriate attachment.

a2, Native and Foriegn National Employeea

This. Inatruction should be used fo‘ pdm1ni tering 1eave and. payments
to native and’ foreign national employees et oversees installations insofar
- as it is'not’ ‘inconsistent with local lawa ‘and practicea. Any deviations
nequired by local law or practice ‘must be reported to’ the Budget Officer,
and approvel obtained before action is taken -Such report must furnish
recommendations and a copy of, the, applicable law or regulat‘on.

FOB“THE DIRhCTOR OF QENTRAL ;NTE;LIGENC

STATINTL

Acting Executive

2 ATTACHMENTS:
1l. Night Differential Table
2. TForm Letter of Designations

DISTRIBUTION: A

- 10"
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NIGHT DIFFLRINTIAL

HOURS CF . HOURS OF
NIGHT DIF- ‘ NIGHT DIF~-
IOUR _OF DUTY LUNGH PERIOD FERENITAL TOUR OF DUTY LUNGH PRRIOD FERENTIAL

1000 = 1630 1400 - 1430 % 2000 = 0430 2400 = 0030 8

1030 - 1900 1430 - 1500 1 2030 - 0500 0030 - 0100 8 ;
1100 - 1930 1500 - 1530 1 2100 - 0530 0100 - 0130 & - ;
1130 - 2000 1530 - 1600 2 2130 = 0600 0130 - 0200 8
1200 - 2030 1600 = 1630 2% 2200 = 0630 0200 - 0230 74 ;
1230 - 2100 1630 - 1700 3 2230 - 0700 0230 - 0300 7 ;
1300 = 2130 1700 ~ 1730 3% 2300 - 0730 0300 - 0330 3
1330 = 2200 1730 - 1800 4 2330 ~ 0300 0330 - 0400 6
1400 - 2230 1800 - 1830 L 2400 = 0530 0400 = 0430 5%
1430 - 2300 1830 - 1900 Lk 0030 = 0900 0430 - 0500 5 : :
1500 - 2330 1900 - 1930 5 0100 - 0930 © 0500 - 0530 e
1530 - 2400 1930 - 2000 5% 0130 - 1000 0330 - 0600 4 Sl

1600 - 0030 2000 ~ 2030 6 0200 - 1030 0500 - 0630 L
1630 -~ 0100 - 2030 - 2100 63 0230 - 1100 0630 - 0700 3%
1700 - 0130 2100 - 2130 - 7 0300 - 1130 0700 - 0730 3
1730 = 0200 2130 - 2200 % 0330 = 1200 0730 - 0800 2k
1800 - 0230 2200 - 2230 8 0400 - 1230 0200 - 0830 2 ‘ :
1830 - 0300 2230 - 2300 8 0430 -~ 1300 0030 = 0900 1 '
1900 - 0330 2300 - 2330 8 0500 = 1330 0900 - 0930 1
1930 - 0400 2330 - 2400 8 - 1000 %

0530 - 1400 0920
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MEMORANDUM ‘ DATE

TO : Budget Officer ‘ !
FROM H .

SUBJECT : Designation of: (check one only)

() Payment Glerkas
() Authorization to Sign Time and Attendance Reportse

( ) Authorization to Request Approval of Compensatory
Time or Qvertimee

lo " The following employees ore authorized to perform the Subject
dutye

EMPLOYEE SECTION SIGHATURE OF EMPLOYEE

: 2, In the event this designation is revoked, fully or partially,
you will be so notified.,. The names =nd specimen signatures of replacements
will be submitted os required, ‘ )

Signature

‘ Title

‘ : ‘ 0ff'ice
(Supply of this Form may be secured
from the Budget Officer)
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CENTRAL INTELLIOENCE AGENCY Aty eipdlss [ s

25X1A ./ Washington, D. C.. ' Jooe ]
i CONFIDENTIAL

25X1A  ADUINISTRATIVE INSTRUCTION 2l June 19L8 ‘ },‘)“/L/?
NUMBER

SUBJECT: Time, Leave and pay . ‘

25X1A ‘ Recisions:  a. Administrative Instruction dated 17 Decem~ ’
ber 1946, subject: Haternity Leave. i
25X1A ' . b. Administrative Instruction —:lated 2l April
C 1947, subject: Leave Without Pay. '
25X1A Co Administrative Instruction dated 15 July

1947 and 19 iay 1947, subject: CIA Policy on Active
Duty Training of Military and Naval Reserve Officers

25X1A Employed by CI4; Military Leave Without Pay for : ;
‘ Annual Training Duty. ‘ !

1A d.  Administrative Instruction q dated 13 Noveme (

25X ber 1946, subject: Time, Leave and Pay Regulations, i

e. Administrative Instruction- dated 21 March 1947, :
subject: Time, Leave and pay Regulations - Unvouch- .
ered Funds. ‘

1. Definitions

a« Permanent employees are those appointed without limitation as
to length of service, or for definite periods in excess of one year, §
or for the duration of the job, and those who s although paid only ‘
when actually employed, are ‘continuously employed for a'period of not 3
less than one month as distinguished from part-time or intermittent ;
employees. Native and foreign national employees overseas are’ con-

sidered as permanent employees for leave purposes- only. ' P

- be  Temporary employees are those appointed for definite periods
of time.not to exceed one year, RS
2. Annual Leave .

de ' Permanent employees are entitled to 26 working days annual

leave with pay, for each calendar Yyear of Government service. One
day of annual leave per bi-weekly pay period is earned by a permanent
~employee and credited to his account at the end of each pay period. .
Tne minimum credit of annual leave is 15 minutes and additional
credits are in multiples of 15 minutes, Permanent etiployees who S R
" enter on or separate.from duty on other than the first or last work '
day of the bi-weekly pay period acerue oné-tenth of one day's leave

for each complete: day of service.rendered during that reporting

. (ONFIDENTIA[ ~
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b Tempo:\,' v employces earn two and one-h! ) days ahnual leave
for each continuous full month of service. ' Hows¥er, ao annual
leave accrues for a fractional service month.

ce Not more than 60 days accumulated annual Jeave may be car-
ried forward into a new calendar year.

de An employee, however, who had on July 2L, 1947, over 60 days
annual leave to his credit may carry over his léave balance as of
that date up to a maximum of 90 days, provided he has consistently
maintained such balance on the first of each year after ‘July 2k, 1947.

@, The minimum c‘hargé for annual leave is one hour, and addi-
tional leave will be charged in multiples of one hour,

f. Annual leave must be taken at such time as will not inter-
fere with the work of the organization, and must be approved by the
appropriate supervisor before the leave is taken.

3. Advanced /nnual ILeave

.8+ Permanent employees who have been in the Federal service for
one year or more may, in case of emergency, be granted advanced
annual leave equal to that which will accrue during the. remainder of
the current calendar year, with the understanding that if it is not
earned during the calendar year.they shall make a refund for such
leave.

b, Application for advanced annual-leave will be submitted to
the appropriate supervisor for review and recommendation, ‘and for-
warded to the Chief, Personnel Branch, A&, for final approval.
The issistant Director for. Special Operations may approve, advanced
annual leave for his unvouchered employees. '

ce Temporary employees will not be advanced annual leave,
Lo Bick Ieave

a. Permanent employees accrue sick leave aﬁ the rate of one and
one-fourth days per month, or a total of 15 days a year. The mini-
mum credit for sick leave is one hour. . '

b. Temporary employees accrue sick leave at the rate of one and
one-fourth days for each full month of service, - :

cs Sick leave may be accumulated and carried forward until it
totals not more than 90 days. Sick leave is available to permanent
employees at the beginning of the nonth in which it accrues, and to
temporary employees only after. it has been -earned. S

d. The minimum charge i‘or sick leave is one hour, ‘and additional
leave will be charged in multiples of one hour, ‘ -

l
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5.

sick leave.
earned in the future.

(l) Sick leave will Ef granted to emgloyees

(a)

)

Permanent employees, in case of sérious disability or allments
lasting five days or more, may be granted not to exceed 30 days advanced
Such advances are charged against sick leave which will be
No advance sick leave will be granted to temporary

employees.,

When an employee_appliés for more sick leave than he has accumu~
lated or than may properly be edvanced, the excess leave may be charged

When they are incapacglﬂte r the performance:
of their duties by sickness, pregnancy and con-
finement, and injury. '

For medical, dentsl or optical examination.or
treatment, when'leave is approved in advance
by the supervisor, o

When a member of the immediate family of the

" emplosee is afflicted with a contagious disease

and requires the care and attendance of the
employee.

When, through exposure to contagious disease,
the presence of the employee at his post of
duty would jeopardize the health of others.

Sick leave must be supported by a medical
certificate or other evidénce administratively
acceptable if the absence is for more than
three working days.

Advanced Sick Leave

against accrued annual leave or to leave without pay.

to duty.

: An’ employse when terminating frbm service must, except in cases
of separation caused by death, retirement for disability, disability, or
reduction in force, refund the amount paid him for the peried of indebted
leave.

Applications for advanced sick leave must be accbmpanied by a
certificate from the attending physician certifying the nature of-the
illhess and the estimated date that the employee will be able to return
Applications will bc processed ‘in the same manner 8s those for

advanced annuel leave, -

6.

will be restored.

Substitﬁtibn of Sick for‘Annual Leave

“When sickness occurs within a period of annual leave and lasts five
. or mere consecutive workdays, sick leave may be granted.to cover the
_period of illness and the deductions sgainst annual leave for this period
Application for such substitution must be made within

CONFIDENTIAL

-3 =
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two workdays afterzféturn to duty and>muét be suppoftéa b& a medical cer-
tificate, or other evidence administrativoly acceptable. . ,

7. Maternity Leave

a. Written applications for maternity leave, accompanied by o doctor's
certificate, may be approved by the Chief, Personnel Branch, A&M, and the
Assistant Director for Special Operations may. approve such applications for
his unvouchered employees.

.b.. Normally matérnity leave will not exceed six months including

(1) Accumulated sick leave

(2) Accumulated annual leave '

(3) "Leave without pay status" for any balance of the
six months, . '

c. The Chief, :Personnel Branch, A&M, moy approve up to an additional
six months' period of maternity leave as "leave without poy" upon' receipt
of written advice from the attending physicion certifying to the necessity
for the additional leave., The Assistant Director for Specinl Operations
may approve auch additional leave for his unvouchered employees.

d. Immediately prior to the effective date of maternity leave, the
office to which the employee is sssigned shsll submit Form No.. 37-3,
Personnel Action Request., The employee shall execute Form No. 34-30, Final
Payment Cleerance Sheet.

8. Leaye Without Pay

a. (1) Leave without pay not exceeding 15 working' days mey be granted
at the discretion of Staff Chiefs, Assistant Directors, Heads of Field
Offices, or Chiefs of Missions or Bureaus overseas, to employees under
their jurisdiction. (2) Leave without pay in excess of 15 workdays must
in addition be approved by the Chief, Personnel Branch, A&M. The Assis-
tant Director for Special Operations may approve such leave without pay
for his unvouchered employees, '

b. Leave without pey will not be authorized initielly for any peried
in excess of 12 months, '

c¢. Form No. 37-3 will be initisted by offices when LWOP for 60 or
more: calendar days is recommended for approval. A personnel action will
be issued when such leave or an extenéion or renewal thereof is approved.

d.  Employees who are granted an extended period of LWOP will, prior
to the beginning ef such leave, execute Form No.:34-30, "Final Payment
Clearance Sheet", ’ L : o -

9. Military Leave: ‘ ' ‘ ’ o | i s

&, Military leave for training purpoéés only, nbt'to exceed 15 calen-
dar days in any one year, mey be granted with pay without charge to annual

00100084
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BN

) )

leave to ‘members .of any miiiQQvNEIDELNuALization established by law

of the United States. Saturdeys ond Sundays will be ineluded in the 15

..celendar days leave.period only when such leave includes the preceding

Friday and the following Monday.

b. Members of the National Guerd of the District of Columbia may be
granted Military leave with pay without charge to annual leove on all
days of service which they are ordered by competent authority to perform
and on all days. during which they are engaged in field or codst defense
training. : ' ‘ b o '

c. Jpplicotions for military leave will be processed in the same
manner as applicetions for advanced annual leave, ‘ :

10. Court leave

a, 4 permanent employee subpoenaed to testify as a witness on behalf

of the United States or the Government of the District of Columbia, or

called for jury duty, in a State, District of Columbia, or Federal Court,
is entitled to his reguler .pay while absent from duty and no charge for'
leave is made. Evidence of attendance at court and evidence of receipt ;
or non-receipt of fees.is required. Applications for court or jury lesve
will be processed in the same manner as spplications for advanced annual

leave,

- be. Annual leove or IWOP will be granted when an employce is subpoensed
in private litigation or by some party other than the Federal or District
of Columbia Government. ! ‘ ‘

c¢. Employees may be regarded ns in active duty status for court serv-
ice and no leave charged if the volue of the employee's testimony srises
from his official capacity and he is subpoenaed solely because of and to
testify in that copacity. ‘ ‘ '

d, Temporary, substitute or "when actually employed" pérsonnel‘are
not entitled to court or jury duty leave of absence with pay.

e. Employees who serve as witnesses or jurors aond ore granted court,
Jury duty or official lesve will surrender to the Budget and Finance Branch,
A&M, fees received from courts for days on which the employee normally
would have worked. Faderal employees called for jury duty in the District
of Columbia are not paid usual jury fees. -

, f. An employee who éppears in'any court 2s a witness, plaintiff,‘de-
fendant or juror must report to the Executive for Inspection and Security
for briefing on security regulations prior to date of his appearance .in -
court. ‘ ) e Co

11. Unaﬁthorized‘Absence

An employeé;detained‘by chuses be&ond his control and unable to report
for duty at the opening: hour,:should notify his supervisor as soon as possi- -

ble on the first day of absoc@NF(]thﬁAoE duty-_fér any ceuse, without

S5
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prior permission, must be satisfactorily ekpldined; otherwise ‘leave will
‘be charged as AWOL and the employee will be .subject to disciplinary action,

12. Employees not Eligible for Leave -

Employees-do not earn leave if'nppointed:

a, For service limited to portions of each workday, week or
month, , ‘ L : :

b. For service under repeated appointments, or employments
for periods of short durstion none of which extends for
a full month. : ' ‘

¢, For service on a "per hour" basis where employment is
not on a regulor and continuous basis.

13, Leave Balances

Leave balances should be requestéd from the Leave Section, Budget ond
Finance Brench, or Specinl.Funds Division, 080, only when it is cbsolutely
necessary that on employee know his leave balances because of an entici-
pated vacation or a prolonged absence due to illness or some other special
reason and he is not certain whether sufficient leave is available to cover
the absence, Such requests will be submitted in writing and forwarded
through oppropriate Time & Attendance Clerks.

14. Overtime
a, Within the continental limits of the United States:

(1) Overtime for departmental employees must be approved
prior to overtime work in each case. Requests will
be submitted on Form No. 32-3,. Request for Approval
of Overtime, as indicated below:

(a) To Budget and Finance Branch, A&M, for all
employees except those of 0SO who are paid
from unvouchered funds. Such requests may
be approved by the Chief, Budget Division
and the Chief and Assistant Chief, Budget
and Finance Branch.

[

(b) To Special Funds Division, Administration
' and Services, 0S0, for employees of 0SO
who are paid from unvouchered funds. Such
requests may be spproved by the Chief and
Assistant Chief, Special Funds Division,
0s0. : ) .
(2) CQuarterly estimates of anticipated overtime require-
ments will be submitted on Form No, 32-3 by Chiefs-
of q installations to the officials in-
dicated in a (1) above, who are authorized to approve:
overtime payments for,;m installations,
Forms should .be submitted sufficiently in advance to
insure receipt of approval prior to the beginning of
the quarter covercd by the estimate.
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)

b, After approval os ir(QNEJDEN:ILM.me for employees in the :

‘ continental United Stotes may be ordered by the appropriste Staff Chiefs,
25X1A | Assistant Directors, Chiefs of Branches :

: ¢, Outside the continental limits of the United States, overtine may
k be ordered and approved by Chiefs of Missions or Bureaus or their Deputies.
They must, however, have evidence that suufficient funds are available for

4 payment before suthorizing overtime., Native nnd foreign national employees
f outside the continental limits of the United States who ore paid in accord-
ance with lockl prevailing wage rates are not entitled to overtlme pay un-

less local custom requires.

"d, All work in excess of 40 hourS'pcrformed during one administrative
work week will be considered overtime if outhorized and approved in advance
. in accordance with the above provisions,'

- @, ‘Approved overtime worked will be paid at authorized rates or com-
pensatory time off may be allowed, ;

, 15, Holidays

Work to be performed on a h:.iiday for which holiday pey will be granted
must be authorized and epproved in advance in the some way as for overtime
work and pay as shown in 14 above. An employee can only be excused or paid
holiday rates for thet portion of his ‘tour of duty which actually falls with-
in the 24-hour holiday period, and not to exceed 8 hours,

16. Night Differential

a. ‘An additionel 10 per cent of an employee's base pay will be allowed
for work performed between the hours of 6:00 PM and 6:00 AM, when such hours
fall within the employee's regulerly scheduled tour of duty. Night differen-
tial cannot be claimed for time used in obtaining meals. :

b. When computing night differential reference should be made to the B
attached Table which shows the maximum hours of night diffc,rc.ntial that [
can be cloimed for various tours of duty.’

T / - 17. Terminal Pay

a, Annual leave must be liquideted by a lump sum payment when an em-
ployee is separated from the Federal service, or when transferred between
positions which are under dlfferent leave systems, i.e., permanent to tem-
porary or vice versa.

18, Time and Attendance ‘Reports

a. Time and Attendance Reports will be submitted to the Budg( " and
Finance Branch, A&M, or the Special Funds Division, 080, as appropri&te
in accordance with 1nstruct10ns from such offices. )

b, Two copies or extracts of mllltnry or naval orders will be given

- to- the appropriete Time azEONFmFNT}ﬂt to be submitted with the first

000100094
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!

report (Form No., 1130) showing military leave. If leave extends beyond
that reporting period, additional military leave should be reported on

subsequent Forms No, 1130 and a rofersnce made to the first Form No, 1130
reporting the leave,

c. Time end Attendance clerks will include under "remnrks" on Form
; No. 1130 inclusive hours of.overtime. worked by employecs, For overtime
in the continental United Stotes, o copy of Form No, 32-3 approved by the
appropriete supervisor and the Special Funds Division, 0SO, or Budget and
: - Finance Branch, A&M, will be attached to the applicable Form No, 1130 when
g transmitted to the appropriate paying office. ‘

d, Whon night differentipl is claimed, Form No. 1130 must indicate
the employees regulqr tour of duty.

e. Correspondence pertaining to unnﬁﬁhérizcd absence must'be furnished

the oppropriate poying office to substantiste Form No, 1130 on which AWOL
is reported,

f. When annual leave is converted to sick leave as shown in paragraph
6 above, o notation to thot effect must be made on Form No, 1130 and a
medical certificete or other evidence administratively acceptable must
support Form No, 1130, :

; g. Assistant Directors and Stoff Chiefs will submit in duplicate to
v » the appropriate paying office a list of persons authorized to certify the
correctness of time and attendance reports, sand will keep such lists cur- ;
rent at all times, . ‘ ’

" 19. Native and Foreign National Employees

; : This Instruction should be used for edministering leave and payments i

! ©  to native and foreign netional employees at overseas installetions insofar

as it is not inconsistent with locel laws and practices. Any deviations

< required by local law or practice must be reported to the appropriate pay-
’ | ing office in Washington and approval obtained before payment is made,

? : Such report must furnish recommendations and a copy of the applicable law

i . or regulation, ‘ ;

'

o e ; o ; _ - E
b : ‘

’ ) ‘Reer Admiral, U.S.N,.

. ) » Director of Central Intelligence

1 Attachment -
(Night leferential Table)

DISTRIBUTION. A
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CONFIDENTIAL

’ NIGHT DIFFERENTIAL
HRS. OF HRS, OF
NIGHT DIF- NIGHT DIF-

IOUR OF DUTY LUNCH PERIOD FERENTIAL TOUR OF DUTY LUNCH PERIOD FERENTIAL

1000 - 1830 1400 - 1430 3 2000 - 0430 2400 - 0030 8 :
1030 - 1900 1430 - 1500 1 2030 - 0500° 0030 - 0100 8 i
1100 - 1930 1500 - 1530 1% 2100 - 0530 0100 - 0130 8 ;
1130 - 2000 1530 - 1600 2 2130 - 0600 0130 - 0200 8 :
1200 - 2030 1600 - 1630 2% 2200 - 0630 0200 - 0230 i3 ;
1230 - 2100 1630 - 1700 3 2230 =~ 0700 0230 - 0300 7 !
1300 - 2130 1700 - 1730 3% 2300 - 0730 0300 - 0330 6 i
1330 - 2200 1730 - 1800 A 2330 - 0800 0330 - 0400 6 ;
| 1400 - 2230 1800 - 1830 4 2400 - 0830 0400 - 0430 5% f
1430 - 2300 1830 - 1900 L 0030 -~ 0900 0430 - 0500 5 ;
1500 - 2330 1900 - 1930 5 0100 - 0930 0500 - 0530 ik :
1530 - 2400 1930 - 2000 5% 0130 - 1000 0530 - 0600 4 v
1600 - 0030 2000 - 2030 6 0200 ~ 1030 0600 - 0630 4 ;
1630 - 0100 = 2030 - 2100 6% 0230 - 1100 - 0630 ~ 0700 3% .
1700 - 0130 2100 - 2130 7 0300 - 1130. 0700 - 0730 3. i
1730 = 0200 2130 - 2200 % 0330 - 1200 = 0730 - 0800 2% :
1800 - 0230 2200 - 2230 8 0400 - 1230 0800 - 0830 2
1830 - 0300 2230 - 2300 8 0430 - 1300 0830 - 0900 1%
1900 - 0330 2300 ~ 2330 8 0500 - 1330 0900 - 0930 1.
1930 = 0400 2330 - 2400 8 0530 - 1400 1930 - 1000 4
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ELLLIET )

CEITVAL Thi LLowlCl Joup

- 25X1A

(Date)

Name
Street Address
City ’ State_

~Dear imr. : ' o ' J

~l. This is to notify you that the United States Jovernment, as represented
by the Central Intelli_ence uroup, has accepted your employment effecctive o

Position: : , ]
Jase Salary: ) per .

2. This appointient is not a Civil Service position. You will be entitled ]
to annval and sick leave (only in accordance with Civil Service rules and regu— !
lations). You will be reinmbursed for travel expenseés in accorcance with the C
Standardizad dovermment Travel ite_ulations, as amended. If stationed outside the :
continental 1i its or the United States, you will be granted such monetary
allowances as are prescrived Ly CILG rejulations. i

3. I you arec ordered to a station outside the continental United States,
sou will be required to serve a minimun period of twenty-four months at such
a staticn, If you wisi to resi.n or terpinate your appointizent or return to
the United States before the expiration of twenty-four months after the d:te of
departure for an .verseas post, CIu will not pay your returi: travel expenses ¥
cfrom a station outside the United States. ‘ '

L. Your appointment is for such ti ¢ 'as your services may be required
and funds are available for the work of CILi., Fotice of termination will be
siven you by procedure similar to that provided uy Civil Service rules and
rezgulations. R ' , '

ASSTSTAIT CHEEY, Fraso Ll BIvIsToN e

f o SO - ACCEPTLD:

*
e,
RIS

sy

L%

AT
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